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A.

SETUP (will be performed by the Quickbooks Administrator in the Bureau of Budget)

Hardware Requirements

Windows 95

Pentium computer with minimum 16 MB of RAM
Free space of 20-30 MB lan space

A local printer for checks

Software Installation

-CD version: Place CD in CD drive and follow instructions.

Supplies & Information Needed

Floppy disk for optional backup

Check stock from First Security Bank

Deposit slips

Client folders

Agency procedures see the following references: Client Trust Fund — Office of
Fiscal Operations, Bureau of Finance; DCFS — Child Welfare Manual — Policy
#309; DAAS - Adult Protective Payee — Policy #60; DSPD Policy #204.0



SETTING A PASSWORD
1. Click on File, Password, File.

2. Enter in a password, confirm it and write it down somewhere safe.
*Note: Quickbookspro will ask you for the password each time you open the file.

Printer Configuration

1. Quickbookspro allows you to choose two different printers for printing checks and reports.
*Note: The suggested configuration is to run checks on your office printer and to use the Lan printer for

rUunning your reports.

2. To setup the printer for reports choose File, Printer Setup, For Reports/Graphs. Select a printer,
Click OK.
3. To setup the printer for checks choose File, Printer Setup, For Printing Checks.

*Select the appropriate form name: Check/Paycheck
*Select the appropriate printer name:

*Select Voucher Checks as the check style.

*Change the Font to Arial 12pt using the Font Button

*Use the Align button to adjust the printing on checks. Photocopy some checks to use as

samples.
*Click OK to save changes.

4. To setup the printer for reports choose File, Printer Setup
*Select the appropriate form name: Report
*Select the appropriate printer name:
*Click OK to save changes.

Printer setup

Form MName:

Settings I Fonts .i Fartial Fage }

v

Frinter type: ]Page—oriented (Zingle sheets) j

Check shyle: ;\/DuChBrChECkS j "1 Print company name and address, .

e
M Useloga

Sample
page:

OK

Align

Frinter name: ]HP Laserlet4Zion \\UTSTHSADMZ\HSO_FIN_ﬂ Options... !
X Cancel !

? Help I
Mote: Tao install additional printers or to change port
assignments, use the Windows Contral Fanel. 9 Logo I




Clignts

ADD/EDIT/DELETE A CLIENT
To add/edit/delete a client, click on the “clients” icon button. From the bottom of the box click on
“account” and make your selection from the drop down box: New, Edit, or Delete. To add a new
client there are only two fields required: Type: Income Name: Last, First

Chart of Accounts [_ o] x]

Balance

+Accounts Payable
+Opening Bal Equity
+Fetained Eamings
= CRUZALM, ERICA
= PETERSON, MICHEL
= PETERSON, MICHEL
< NORMAN, LORI - ILP
+MCBRIDE, JAYMIE-1I
+DOMINQUEZ, RUTH

Feports | Show All
Dlew
Edit
Delete

Make Inactive
Hide Inactive Accounts

Use
Eind Transactions in...

Erint List...
Be-sort List

You can only delete a client who has not had any activity.



Yend

ADD/EDIT/DELETE A VENDOR

Click on the “vendor” icon button click on the “vendor: button at the bottom of the box and make your
selection from the drop down box. You can only delete a vendor who has no activity.

Balance

HUMAN SERVICES; CLEARFIELD
JEMNIFER GREGORY

Kent Shooter Supply

Lane London

Leanard Shaner

MARIANNE BRESCIA

Michelle Peterson

MIKE SHARP

MIGHT ADJUSTMENT CREDIT

Yendor Activities v| Feports  * |” Shaw Al

e
Edit
Delete

take Inactive
Show All Wendors

Use
Eind in Transactions
MNotepad

Erint List...

Enter the name, address, city, state, and zip as shown below

Edit Vendor [ Ix]

“endor
" oK

X Cancel |

Company Name I Contact -
MNotes |
br. s /. I Phane -
Wendoris

First Mame I L I Fl r inactive
LastMame | Alt.Ph
Address HUMAN SERVICES/DOFS | At Contact

PO BOX 28 Print an Check as

Address Info ] Additianal Info ]

980 E 26TH STREET
OGDEM. LT 84407




WRITE CHECKS

<

Check.

Click on the check icon button and fill in all fields as shown below.

Checks - Salt Lake City [_ O] %]

Bank Account ISaIt Lake City j | Ending Balance 78.459.08 | I To ke printed

o, 1841 »»  Next |
By

Date 08/25/1939
Pay to the Lﬂ « Gl |

Orderof  SUNSHINE SOLUTIONS/UTAH BOYS RANCH - § BO.O0
Sty Qe (1 Q== et i Oigllars 4 oK

SUNSHINE SOLUTIONS/UTAH BOYS X  Concel |

5500 V. BAGLEY PARK ROAD
Address | WEST JORDAN, UT 54044 & Print. |
Clear Splits |
Fecalc |

Expenses $60.00 I\lems $0.00 Time...

Account Armount temo Customer.Joh =3
John Doe B0.00(FERSOMNAL NEEDS E il g

You can print a single check or print them all. To print a single check select the print button located at
the right of the check. To print them all; from the menu at the top select File, Print Forms, Print Checks
you can print all the checks listed or you can select which checks you want to print.

Bureau of Finance - QuickBooks Pro

File Edit Lists Activities

Online

Bepors Window Help [re] O Mawigator

5 =5 o
Checks | Deposit | Register Clients | Vendors | Mem Tx Reports | Recon | Backup Find Help

Select Checks to Print m

Bank Account Bureau of Finance j First Check Mumber I.I— v ok

Select Checks to print then click OK.
R x Cancel

v Date Payee Armount
10/12/1998  |Division of Child and Family Services 476.00 2 Help
1041241999  |Chiropractic First 10.00

101241999  |Utah Power & Light 4500
’ W soeasl |

Select All

A Select None

] Startl a Groupiise - ... | ¥ MicrosoftWaord .. Bureau of Fin___ . Snaglt/32 | |N%Em<ﬂ5 5 o 10:58 AM




DEPOSITS

To make deposits click on the deposit icon button and fill in the fields as shown below. To record your
deposit click on the “OK” button. To have a hard copy of your deposit click on the reports icon button

select and print the Deposit Detail Report.

ureau of Finance - QuickBooks Pro

File  Edit Lists Activiies Reports Online  ‘Window Help

Checks | Deposit | Register Cliznts | Vendars | Mem T Reports | Recon | Backup

[ QB Mawigator

(DELTSEI QNN (re sy of Financel j Date I]EI,HE,HEIQEI ﬂMemD IDeposn

Click Pmts to select customer payments that you have recened. List any other amounts to
deposit helow

{<

Feceied From  From Account Memo Chk Mo, Pmtbeth. Class  Amount

Barnherdt. Teresz|S5I FOR SEFT S5 485.00
Delgatto, Erma. |35IFOR SEFT SSI 426.00
Holliday, Bilie  |33IFOR SEFT S5 375.00
Kby, Trewvar SEIFORSEFT | 465.00
Mills. Sandy SSIFORSEPT S5l 425.00
Fitt. Shae SSIFORSEFT S5l 425.00

v

X Cancel
e Pmts
@ Print..

-

L]

Deposit Subtotal 2580.00]

To get cash back from this deposit enter the amount below. Indicate the accountwhere you
want this money to go. such as your Petty Cash account,

Cash back goesto Cash back memao Cash back amount

| =

Order Deposit Slips Deposit Total 2.580.00

lStartl ¥ Microsoft Ward - OB, | MSnagltﬁZ Bureau of Financ...

INBAIEKE: 3 EADi 551 P
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Recon
RECONCILIATION
1. When you have received the bank statement verify your items (deposit slips and checks) with the
bank statement as well as what is recorded in quickbooks. Click on the recon icon button .
Verify that the opening balance is the same as the ending cleared balance from the previous
months’ reconciliation.

2. Calculate the ending balance.

Opening Balance

+Total $ amount of Deposits on bank statement

+ Interest allocation (I will send to you, will not be on your bank
statement)

- Total $ amount of Checks on bank statement

= Ending Balance

3. Enter this amount in the box marked ending balance.

4. Check off all the deposits and checks on the bank statement.

5. Check the “difference” located at the right hand bottom of the screen it should show a”0"
difference. If you do not zero out verify the total dollar amounts located at the left hand bottom
of the screen. Both totals (deposits & checks) should be the same amounts used to calculate the
ending balance.

6. Once the difference is “0” the reconciliation is completed click on the button “done”. A

reconciliation complete box will appear asking the question: What type of reconciliation report
would you like to print? select “Full”. At the bottom of this box enter the statement closing date.
THIS IS THE ONLY TIME THIS BOX WILL APPEAR. Click on the “OK” button and select
“Print”. Make sure you and your supervisor sign and date this report before sending it to the
Bureau of Finance.

==

Reports

CLIENT ALPHA REPORT
Click on the reports button and double click on the client alpha report. The customize box will
appear, click on the “OK” button. Select “print” located between the “collapse” and “memorize”
buttons. Click on “OK”. The total balance on this report should be the same as the total on the
reconciliation report.
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Repaorts

INTEREST REPORT

Click on the reports button and double click on Interest. Select the print button that is between
the buttons “collapse” and “memorize”. Print reports box will appear. Click on “file” click on the
drop down box next to the file box and select the last option “tab delimited” Click on the print
button. Create disk file will appear as below:

Create Disk File [ 2] x|

Sawe in; IaQbDDkSW ﬂ gl I_ =

Wnnoop b

File name: IInterest.bd Save

Save as type: ITex‘t (g LI Cancel

i

Help

Scroll down and select the Quickbookspro” double click on this. The interest.txt will appear in
grey letters under the file name, highlight the “interest.txt file” click on “OK”.

The following error message will appear:

Create Disk File B

& CAQBOOKS WA Intere st tet

This file already exists.

Replace existing file?

Select: Yes

The month-end reports are completed. The first (2) reports you can fax to Bureau of
Finance at 538-4291. The Interest Report will need to be e-mailed. You will need to make sure
your quickbookspro program is completely closed in order to attach the interest file.



==

Reparts

SOCIAL WORKER REPORT
Click on the reports button and double click on Social Worker Report. Select the print button
that is between the buttons “collapse” and “memorize. Select file, click on the drop down box
next to the file box and select the last option “tab delimited” Click on the print button.

S — |

Jﬁettingsl Fonts l Marginz ]

Print ko: V hunl

i~ Printer: |EIFEI Lazerlet 8000 - 2 on LPTT: j Optiohz... | x Cancel

* File: T ab delimited file 2 Help
Mate: Ta install additional printers or to chanae port — .
azzignments, uze the Windows Control Panel. ﬂ Preview
[rientatiar: FPage A ange:
= Portrait = Al
i~ Pages:

¥ Landzcape
- ; From: [l To: [3353

Fage Breaks:
T Smart page breaks [widow/orphan contral) | Humber of copies: I'I

[T Fage break after each major grouping

™ Fit report to I'I page(z] wide = Frirt in color [color grinters anly]

Create disk file will appear: (You will need to contact your LAN Administrator for the location of

this file)
Create Disk File HE|

Cave o 'Ll
Blkupesec [ Met
Etc (1 Public
Grpwize [ Users
[rioculan 3 YWapps
Ladin [ windows
b il

File narme; Iwu:urker.t:-:t Save I
Save as type: ITe:-:t [# kut] j Cancel |
Help |




TRUST ACCOUNTING SUPPORT NETWORK

TRUST ACCOUNT Mary Wallace DHS Finance 538-4131
Methodology Carol Huffman DHS Finance 538-4143
Reconciliation
General Questions

TECHNICAL ASSISTANCE Les Roberts DHS Budget 538-4144

Social Worker Interface
Interest Allocation

Dave Horrocks

DHS Budget 538-4144

LAN SUPPORT

Local TSS

BANKING QUESTIONS

Kathy Rabb
Lilly Matelau

Wells Fargo 246-1727
Wells Fargo 246-1232
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